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BUMED | NSTRUCTI ON 5040. 3

From Chief, Bureau of Medicine and Surgery
To: Al I nternal BUVED Codes

Subj: MATERI AL ZONE | NSPECTI ONS

Ref : (a) U. S. Navy Regul ations, 0708
(b) OPNAVI NST 3120. 32C

Encl: (1) Material Inspection Guidelines
(2) Inspection Zones
(3) Zone I nspection Wrksheet

1. Purpose. To provide procedures and responsibilities for
conducting nonthly material inspections at the Bureau of Medicine
and Surgery (BUMED).

2. Background. References (a) and (b) require periodic naterial
i nspections be conducted by the conmandi ng officer or, if
necessary, the delegated representative. Material inspections
are an inportant source of information for the conmandi ng officer
regarding the cleanliness and material condition of the command
and neans through which problens and di screpanci es can be
systematically corrected or dealt with. Wrk spaces nust be

mai ntained in a state of cleanliness, readiness, and repair that
is comensurate with a good working environnent. Al so, spaces
nmust be maintained in the safest manner possible. The inspector
nmust be aware of any discrepancies that could lead to injury of
our wor kforce.

3. Palicies

a. Conduct material zone inspections the second Friday of
every nmonth. Only the Chief of Staff (MED-09B) may nodify the
i nspection schedul e.

b. The Chief of Staff will appoint all inspectors and
recorders.

4. Responsibilities

a. Departnent Heads. Departnent heads shall ensure their
spaces are prepared for inspection and that a work request file
or log for all outstanding deficiencies and discrepancies is
mai ntai ned. This log should reflect work requests on file with
the facilities manager (MED-913C) and shoul d have annotations
regardi ng the status of the work request.
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b. Inspection Oficers. Inspection officers shall foll ow
encl osure (1).

c. Duwvision Heads. Division heads nust issue work requests,
via their executive assistant, to correct reported nateri al
di screpancies within 3 working days. Division heads nust al so
advi se the Chief of Staff, by nmenorandum of work requests
subm tted and corrective actions taken.

d. Facilities Manager. The facilities nmanager is
responsible to the Head, Support Services Branch (MED 913) for
effecting renedi al actions on discrepanci es.

5. Procedures

a. The Director for Headquarters Adm ni stration (MED 91)
shal | provide each inspection officer with a clipboard
identifying the zone to be inspected. Enclosure (2) applies.
The clipboard shall contain a copy of the previous inspection
report.

b. dipboards will be available at the Information Desk at
0745 on the norning of the inspection.

c. Inspection officers shall report to MED-91, at the
I nformati on Desk, at 0755, for any special instructions.

d. Inspection officers shall provide a | egibly signed copy
of enclosure (3), indicating the results of the inspection to
MED- 91 not | ater than 1400 the day of inspection.

e. Inspection reports shall be routed to the Chief of Staff
for coment and approval and distributed to the assistant chiefs
for action.

S. T. FISHER
Deput y
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MATERI AL | NSPECTI ON GUI DELI NES

1. vjectives

a. (Observe order and cleanliness throughout the command.

b. Cbserve the operating status of equi pnent and the need
for mai ntenance or repair.

c. Observe the material condition of the buildings and
grounds and reconmend corrective action as necessary.

d. ldentify excess and obsol ete equi pnent so pronpt di sposal
action may be initiated.

e. ldentify any wasteful practice and obvi ous m suse of
suppl i es and equi pnent .

f. Detect safety deficiencies, in structure, equipnent, or
staff practices.

g. Check all heads for cleanliness and function.

h. Check all work spaces cl eaned by contract personnel for
conpliance with the contract.

i. Check the condition of fire-fighting equi pnent and
whether it is available within a workspace.

2. Procedures

a. Inspect all spaces using the above objectives for
gui dance to fornul ate recommendati ons and provi de corrective
action.

b. Determ ne whether corrective action has been taken on
previ ous discrepancies. Do not cite repeat nonsafety
deficiencies if a work request is on file, unless the work
request is nore than 60 days ol d.

c. Direct imediate corrective action on any life-
t hr eat eni ng di screpanci es or practices.



Encl osure (1)
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| NSPECTI ON ZONES

ZONE 1 - Buildings One and Two
Bui | di ng One Bui | di ng Two
Basenent Basenent
First floor First floor
Second fl oor Second fl oor
Third fl oor
ZONE 2 - Buildings Three and Four
Bui | di ng Thr ee Bui | di ng Four
Basenent Basenent
First floor First floor
Second fl oor
Attic
ZONE 3 - Building Five and Entire Compound
Bui | di ng Fi ve G ounds
Basenment Entire conpound
First floor
Second f| oor
Attic
ZONE 4 - Buildings Six and Seven
Bui | di ng_Si x Bui | di ng_Seven
Basenent Basenent
First floor First floor
Second fl oor Second fl oor

Attic
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ZONE | NSPECTI ON WORKSHEET

DATE:

GRADI NG

UNSATI SFACTORY (U)
SATI SFACTORY  (S)
OUTSTANDING (O

| NSPECTI NG OFFI CER:

BUI LDI NG || ROOM || GRADE

DI SCREPANCI ES NOTED AND COMVENTS

Overal |l Grade:




Coment s:

Encl osure (3)



